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Hello CC’ers!! 

Well, it’s the ‘silly season’ once again and how fast has it come around this year?!?!  I should be getting younger at the 

rate time is flying by....!!   Now, we all know that this period is a time of over indulgence and that the New Year is the 

time when we look in the mirror (arrghhh!!) and then have to deal with that (delicious!!) over indulgence.  So, for now, 

why not eat, drink and be merry.  Enjoy family and friends, food, laughter and of course pressies! 

From all of us here at PulseTec Solutions, we hope you all have a safe and enjoyable Christmas and New Year.  Make 

those resolutions count!! 

Again, remember to send all emails to support@pulsetecsolutions.com so ALL of us in the support team get them.  One 

of us WILL answer you.  You can also phone us directly on +61 (0)3 9872 5856. 

Another reminder!!!  With many of you wanting to send a Christmas cheer to all of your clients, don’t forget to re-read 

the October issue with information on how to do the Mail Merge.      

   

Handy Hint Number 6  

Billing & how it works. 

 

If your clients are billed via Direct Debit through a billing company, ClientConnect can make this process a lot faster 

and helps keep all of your client’s accounts up to date.  Essentially, the way billing works is, at the specified day each 

month or fortnight, the billing company will process all of your direct debits.  They then send you two files or reports, 

one for those whose payments went through and one for all of the declines.  You then run your billing process in 

ClientConnect.  CC will create a file of all invoices that are due.  Then, using the declines information, you simply un-

tick any clients from the billing file whose payments did not go through.  ClientConnect will then only update those 

clients’ accounts whose payments went through.  

 



 

 

 

 

Access Method   

You have to go into each client’s information and set up their banking details. 

Firstly, go into your ‘Clients & Enquiries’ screen. 

From here, double click and open up a clients details file and then click on the ‘Recurring’ tab. 

 

 

Under ‘Banking Details’ you will see a field called ‘Debit Method’.   Click on this, you will get a drop down menu with 4 

options.  Select ‘Third Party’ as the payment will be taken by the Direct Debit Company.  Then click ‘Save & Close’.  Do 

this to all clients who pay via Direct Debit. 

 

 

 

 

 



 

 

 

 

NB. A really important point to make here is that for any open ended memberships, you must make sure that you run 

your ‘Daily Processes’ as this is when ClientConnect calculates to see if any invoices are due to be created.  This only 

applies to open ended membership invoices as they are created ‘on the hop’.  For all other services/packages and 

termed memberships, invoices are created up front and are all sitting there waiting for their due date to arrive. 

So, ensure that ‘Daily Processes’ have been run and we can then go on to do our billing. 

Go to ‘Common Tasks’ and click on ‘Process Billings’. 

 

 

 



 

 

The default on the next screen is ‘Process Billing and Generate Export file’.  Click ‘Next’. 

 

 

On this screen you can see that you can select the date which you would like CC to include invoices up to.  So if your 

DD is done on the 15
th

 of the month and you don’t get your declines file until the 20
th

, simply change the date to be the 

15
th

 and process only those invoices. 

Also, anything in red means that banking details have not been set up correctly.  If you double click from here to open 

up the file, you can change the banking details at this point. 



 

 

If, on your declines file, it says the Ash Becker’s payment did not go through, then you simply untick her.  Do this for all 

of those who are on your declines file. 

 

 

 



 

 

Now, click on ‘Process Billing’.  CC will now update all of those clients account details to say that they have paid.  It also 

creates a file with the billing information. 

 

 

 FAQ Number 6 

 

 Q.  Can I display only my ‘Active’ clients in ‘Bookings Explorer’ when adding a participant? 

 A.    If you go into the ‘Application menu’ > ‘Control Panel’ > ‘Configure General Application Settings’ > ‘Bookings 

Explorer Options’  and un tick the option ’Allow inactive Clients to be added to bookings’ then only ‘Active’ clients 

will show up on your client list. 

 


